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DAY ONE 

1ST TEAM TRAINING 


12:00 - 12:45 p»m. 


Welcome, Agenda Setting, Goal Setting 


12:45 • 1:45 p.m. 


Challenging your Paradigm 


1:45 • 2:15 p.m* 


1ST Expectations 


2:15 - 2:30 p.m* 


Break 


2:30 • 3:45 pjn. 


Elements of an Effective Team 


3:45 - 4:45 pjn. 


Liking at the Whole Child 


4:45 • 6:00 pjn. 


Free Time 


6:00 - 7:00 p.m. 


Dinner 


7:00 • 8:15 p.m. 


Buddy Team Activity 


8:15 • 8:30 p.m. 


Buddy Activity Report 


8:30 p.m. 


Free Time 
Evening Snack 
Movie 

Pod. 



TST TEAM TRAINING 

AGENDA 
PAY 1 






O 

ERIC 



5 







6 - 

ERIC 






7 

o 

ERIC 



1ST Trainers Notebook 



1ST Team Training Day #1 Afternoo n: 



□ 



Follow training sequence as follows: 



12:00 - 12:45 



Welcome 

Establish Goals of Training 
Agenda Setting 
Energizers/ Introductions 



Sequence of Events for Opening Segment of 1 ST Training 



1 . 

2 . 

3 . 

4 . 



5 . 

6 . 



7 . 

8 . 



ntroduce Training Team and any consultants 

hv^a short history of the 1ST program. - 

hve a short history of Masonic involvement in SAP 
md Elementary Student Assistance Program and 
■eiterate rules in force at PattonC^pussi^. 

-lave participants pull out sheets for Human 

“eSp complete^heet (get others to sign 
your sheet) "wins . 

• "Pri 7 p" = First in line for lunch. , . . 

Move into "Do You Know Your Neighbor?"! appendix) . 
Ask people to pair up with someone they didn t come 
™K^* P someo P ne they don't jtac* 
minutes each introducing yourself to your P^er . 
("you'll then introduce your partner to some othe 

ThS get participants into groups of 6 - have people 
introduce their partners to the others. 

Review training agenda for three days. Include 

meals, activities, and any specm! 

events. Help set the stage for team members to b 
thinking about spending time with other team 
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1ST Trainer's Notebook 



* Check with the speakers before their presentation 
re* how they want to handle questions from the audience. 

A suggestion would be to tell the participantsto hold their 
A friafis out index cards for them to write on) until 

the speakers have a chance to cover all of their 

Whenthe process continually gets uiterr 

Z^tthixmgh all parts of ^^ entatWTh It also increases 

12:45 - 1:45 Challenging Your Paradigm 



* At the end of each session, it is the lead trainer's 
responsibility to thank the consultant, make 
a summary statement or two, and 
move on to the next topic. 



1:45 - 2:15 


1ST Expectations 


2:15 - 2:30 


Break 


Throughout the three day training monitor the energy 

and attention levels of participants 

and plug in an energizer to assist 
participants to stay focused. 


2:30 - 3:45 


Elements of an Effective Team 


3:45 - 4:45 


Looking at the Whole Child: 
Sources of Information 
Present Case Study 
Introduce Problem Solving Steps 
Review Checklists 



1ST Trainer's Notebook 



4^45 * 6:00 




etc.) 

Remind participants about dinner time 
( 6:00 - 7 : 00 ) 



Remind participants to return to training 



room by 7:00 p*m. 



6:00 - 7:00 Dinner 

7:00 - 8:15 Buddy - School Activity 

8:15 - 8:30 Buddy - School Report 
8:30 - 8:45 Evening Wrap-Up - Tuesday 

- go through all sessions and review the names of 



- Remind participants that training begins at 
9:00 a.m. Wednesday Morning. 



facilitators, 
make sure : 



sure folks fill out appropriate sections of 




rnmment on vour_ feelings) . 



human treasure hunt 



Someone whose name 



starts with the same initia l as yours. 



Someone who exercises on a regular basis. 



Someone who likes the same 



thing about their job as you do about yours. 



Someone who recently took a vacation. 



Someone who relaxes in the same way as you do. 



Someone who likes the same TV show as you. 



Someone who likes the same color as you. 



Someone who likes the same season as you. 



Someone who had a high point last week. 



Someone who shares the same weekend activity. 



TITLE OF 



SECTION: CHALLENGING YOUR PARADIGM 

12:00-12:45 p.m. (45 minutes) 



OBJECTIVE: 

1 . Participants will define a paradigm- 

2. Partici pants will identify their own educational paradigm. 

3 Participants wifl analyze his/her own paradigm to identify changes 

needed for 1ST implementation. 



MATERIALS: 

1 Video: THE BUSINESS OF PARADIGMS’, Joel Baker. 
2. Video equipment 



FORMAT: 



1 . 


Brief introduction 


2. 


View video 


3. 


Follow-up discussion 


SET-UP: 


Classroom Style 



PROCEDURES: 

1 . The leader will introduce the video. 

2. Participants will view the video. 

3. The leader will elicit viewer reaction and discussion. 
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TITLE OF SECTION: 1ST EXPECTATIONS 

1:45-2:15 pan. (30 minutes) 



OBJECTIVES: 

1. The participants will discuss what 1ST looks like in their building. 

2. The participants will identify areas of improvement for 1ST within 
their building. 

3. The participants will identify their expectations for training. 



MATERIALS: 



Newsprint 
Markers 
Masking Tape 



FORMAT: 

SET-UP: 



Activity 



School group within 1ST building teams 
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PROCEDURES: 

1. Participants will be asked to meet with their distnet teams in small 



groups. 



2 . 

3. 



Each group wiU be given a piece of newsprint and a marker. 

Each group will be asked to list those things they believe 1ST island— 
those things that 1ST isnotr 



Frample 
What we would like it to 




4. 

5. 

6 . 
7. 



Ea rh group will be given 15 minutes to complete this activity. 

Each group will put their newsprint up on the wall and select a 
spokesperson. 

Each spokesperson will review for the larger group their team's 
responses. 



14 . 
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TTTLE OF SECTION: ELEMENTS OF AN INFECTIVE TEAM 
TlILJi. O.QA.Q./1S r» m. (75 minutes) 



OBJECTIVE: 

1 . 

2 . 



Participants will be able to identify elements of effective team work. 
Participants will understand the difference between task and 



3. 

4. 



maint enance rules. 

Participants will be able to identify the elements of a feedback model. 

Participants will assess their team by complet«l 1ST Component and 
Essential Elements of Team Building checklists. 



MATERIALS: 



Flip Chart 

Overhead Transparencies 
Overhead Projector 
Che cklis ts from Manual 



FORMAT: 



Lecture/Activity , 

Practice giving feedbac k m dyads 
Completion of Checklist 



SET-UP: 



Classroom with dyads 



6 . 



er|c 



PROCEDURES: 

Presenter will brainstorm with participants and develop a listing of 
qualities of effective team members. 

Presenter will brainstorm w ith p^ci p^anddevelop a list of 
qualities of ineffective team members. 

Presenter will present a brief lecture on task and maintenance ideas 
in team work. 

Presenter will demonstrate and convey a format for providing 
feedback. Review the rules and criteria of feedback. 

Go over prepared newsprint to define and clarify feedback rules and 

criteria. Offer the formula: 

When you (state the behavior) I felt (state the feeling) and it made me 
want to (state the action or response). 

clarification. 



1 . 



2 . 



3. 



4. 



5. 



15 




Remaining in dyads, facilitators trill distribute (4) prepared 
scenarios for each dyad to respond. 

until all are covered. 

While participants practice providing feedback, presenter circulates 
to provide additionfll modeling 

Presenter will have participants complete checklists of the Essential 
Elements of Team Building and 1ST components. 
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TASK AND MAINTENANCE ROLES 



agS a tp. 'szzsir. g^aaisas 

^JS^ ^SSS^SSiSSS^SOS 

standards or goals. 



feedback 



Review the Rules of Feedback 



Definition: X?£te5« for SLwne to 

actions produce on othe~ 

3-sa^ 

feedback. 

Feedback has in it risk * £2 w" u ’^ve 

it, and how you can most honestly give it 
helpful as possible. 



Usually helpful 
Descriptive 



Usually not helpful 
Evaluate 



Specific 

Immediate 

Measurable 

Solicited 

Able to be checked out by receiver 

Leaves decision about what to do with 
the information to the receiver 

Possible to change 

New information 



Delayed 
Not measurable 
Volunteered 
Not able to be checked out 
Gives advice or solution 

Not possible to chan ge 
Old information 



Feedback is best when solicited. You Sfou 
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For example: 

FLIP CHART FORMULA 

When you ( l lflmfl behflViQE l 

Ifeel Mntf li^ voufee11 



and it makes me want to. 



^nt <>rp ™ pse) 



Given properly, feedback 
continually practice this formula. 



it can be anything 

wffl not bring up the person's defenses. You need to 



EXAMPLES: 

question if they do this in otner situations. 



VFGATIVE 

When you with thfi group* 

Sit^Skes me a ction your wmmimifnf to th i s w arn- 



POSITIVE 

When you FT**** me with a hfJlft in tfag halls 
t fp^i included , , 

and it makes me want to say hello back. 

When you nnl™ <™» *be gaiat s tbanf* t» iroesm aas. 

L^d^Srifl don't have questions, I frrt ^TY 1f«M M d> 
r^rpnsf/PBACTlCE the formuia about five minutes 

E^rotse/PRACTICE 

Each dyad receives the ^situations sheet in order to practice givtng and 
receiving feedback (Procedure #7). 

BEST COPY AVAILABLE 
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1 . 



FEEDBACK PRACTICE - CRITICAL SITUATIONS 

How would you give feedback to a team member who is courtly lam for 
meetings? 



2 . 



HOW would you give feedback to a ^member who discloses coufideutial 
information outside of the team meetings. 



3 . 



4 . 



How would you give feedback to a team membearudiD comes to each meeting 

Scared Oe. does not bring the appropriate data). 



How would you give feedback to a team member who is subverting team 
agreed upon decisions outside of the team meeting? 



FORMULA TO USE WHEN GIVING FEEDBACK 
When you (fitat f>/riaTT1<a behaviQEl 
T feel {slate vou feel* 

and it makes me want to { state thfi action or XSSDQBS Sl 
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essential elements of team building 

D ^™Surhow e ^om^!^^y in that 
area. 



i Team members acquire a 

as an instructional Support Team. 

Sufficient 



common base of knowledge regarding their work 



Insufficient 



What other knowledge would you like to acquire? 



team. 



Sufficient 



Insufficient 



What skills would you like or would you like others to be recognized for? 






Sufficient 



_ Insuffi cient 



What would you like to share and how would you like to do this? 



, ^ .,_ ih . tr . develop a common mission statement, 

4 ^rXg^dST^ectations of each other as members of the 
team. (Write these down.) 



.Sufficient 
What needs to be developed? 



insuffi cient 
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o. 



The team ^ e n and ^ 

^ss ng ^t^e^ ^maintenance. (Commit to once per month 

meetings to do t his *) 



^Sufficient 



_ Insufficient 



What would you like to see happen and how often? 



6 . 



The team is accountable as Feedback sessions 

(Reports to the faculty, community, board, central omw. 

at faculty meetings.) 



Sufficient 



_ Insufficient 



What would you like to see happen and how often? 
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SECTION- "LOOKING AT THE WHOLE CHILD: SOURCE OF 
btUiiuiN. INFORMATION” 

3:45-4:45 pjn. (60 minutes) 



OBJECTIVE: 

1 Participants will understand steps one through three of the 1ST Problem 



Solving ModeL 



on the child. 



Participants will identify resources for gathering information 

Participants will understand the importance of gathering both behavioral 
and academic information on the child. 



MATERIALS: 



Newsprint/Markers 
Overhead Transparency 
Projector 
Handouts 



FORMAT: 



Lecture and large group discussion/activity 



SET-UP: 



Classroom 



PROCEDURES: 

1 . Review briefly the six steps of 1ST Problem Solving. 



2 . 



3. 



4. 



5 . 



Participants will be asked to read prepared case study. Presenters may use 
own case study or one supplied. 

hnplementhig steps^ of^be^roblem^o^^g^odcl^^adcrs 11 ™^ 
present didactically or have team fit case into steps 1-3. 

The facilitator will discuss how steps 4 through 6 will be addressed 
throughout the training. 

The facilitator will introduce the Problem Solving and 1ST Components 
Checklists. 
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Case Study: Jared 

i h ie a third arade student who has never been retained. He is in 
considered to be acceptao not as extensive as 

z r : »•= ss* r. “« . 

express^ himself in writing, particularly with his spelling. 

In contrast to these difficulties, Jared does well in math and is good 
a, oral presentations and in question and answer interactions when 

reading is not involved. 

either. He frequently "bugs" other students resulting in classroo 
disturbances. 

The guidance counselor has discussed the problem by phone with 
Jared's mother who became angry and uncooperative during the 
conversion Jared lives with his mother and two older sister^ 
His mother's friend, a long-distance truck driver, periodically lives 
with the family. There was a report of child abuse made by t 
second grade teacher last year when Jared came to school with 
large we^t on his face. The Children and Youth Agency has been 
involved with the family since that time. 
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1ST problem solving steps 



STEP 1 


initial Contact 


SIEP2 


Problem Identification 


SIEP3 


Goal Setting 


STEP4 


Intervention Recommendations 


STEP 5 


Intervention Implementation 



SIEP6 



Evaluation/Redesign 



' 


“^racSlSBOTATC^ONS^WTION 


STEP 1 


initial Contact 

SuDPort teacher meets with referring teacher. 

Sdres a sing r a?nsk a^ S^s acade^cTdicators. 

data. 


STEP 2 


Problem Identification 

Sunnort teacher conducts curriculum based assessment. 
Th^counselor/psychologist should e contacted to gat er 

AR 6 ad^tfonaf^ind'ormation which might help to assess the 
problem should be gathered. 


STEP 3 


Goal Setting 

A decision is made as to what areas will be add ^ es ® ec ? ^ rSt ‘ 
Tf both an at-risk and academic areas were noted in t 
problemhientification, one goal in each area should be 

Observable/measurable goals should be established. 


STEP 4 


Intervention Recommendations 

S S K 

should be implemented. 


STEP 5 


Intervention Implementation 

Those strategies selected in step 4 should be implemented and 
monitored for effectiveness. 


SIEP6 


Evaluation/Redesign 

The effectiveness must be evaluated with a recommendation 
te continuation of the same strategies or a need for further 
evaluation. 
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PROBLEM SOLVING CHECKLIST 



Team has precisely identified the problem. 

Team has set a precise goal for success for the student. 

\fter problem and goal have been set, team uses a short 
' brainstorming session to generate alternative ideas. 



Team discusses possible outcomes for each suggestion and 
' chooses a strategy that is acceptable to the classroom 
tencher. 



Team identifies the staff who will be involved in the 
intervention (i.e. classroom teacher, support teacher, 
etc.) and the duties of each. 



Team assigns a person to monitor/ facilitate the intervention. 

Team decides on how the intervention will be reviewed and evaluated 
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1ST COMPONENTS CHECKLIST 



A curriculum based assessment (CBA) of the student 5 s academic skills in the areai s > 
of concern is conducted. 

The student’s instructional level in the area(s) of concern is identified. 



The 1ST has assessed the student’s life skill deficiencies in the areas of 
self-concept, social interaction, decision making, identification of feelings, and/or 
communication of feelings. 

The 1ST has identified any life crisis areas that the student may be experiencing. 



The student is taught at the instructional level in the area(s) of concern throughout 
the intervention period. 



The 1ST determines the student’s rates of acquisition and retention in the areai si 
of concern throughout the intervention period. 

The 1ST determines the student’s degree of need at the end of the intervention 
period. 

The 1ST analyses the continuum of services in the school in developing a permanent 
intervention at the end of the intervention period. 



The 1ST analyzes the continuum of services in the community in developing a 
permanent intervention at the end of the intervention period. 

The 1ST refers for MDT evaluation if interventions do not produce desired progress. 

The 1ST has developed and implemented adaptions of instructional materials and/or 
of testing procedures for use in the regular classroom. 

In the case of behavior problems, the 1ST has developed and implemented an 
intervention based on principles of effective communication. 

The 1ST has developed an intervention plan to deal with the life skill areas. 
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TEAM BUH ntNG CHECKLIST 



Team exhibits adequate knowledge regarding their worn as a team. 



Team members were 



recognized for their contributions to the team process. 



Team members had adequate ooportumty to share perspectives and philosophical 
beliefs reagrding the case under consideration. 

Team operating procedures seemed to be known by team memoers . 



Team appeared to be sensitive to the needs of each team member. 

Team aopeared to recognize that it had accountably as regards the outcome or their 
decision(s). 

.Leadership during the team meeting was evident. 



very team member had opportunity for participation. 



Dissenting opinion was accepted and dealt with. 



BEST COPY AVAILABLE 

* ' t * \ . s ^ ; , 




32 



26 



INTERVENTION BRAINSTORM 
(SAMPLE FORMAT) 



I. Behavior Problem .Area: 



Performance Problem Area: 



Intervention Strategies: 



Intervention Strategies: 



II. Life Stressors Problem .Area: 
Intervention Strategies: 



III. Life Skill Problem .Area: 
Intervention Strategies: 



Academic Problem .Area: 
Intervention Strategies: 
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INTERVENTION BRAINSTORM 
(SAMPLE FORMAT) 



STRATEGY 



1 . 

2 . 

3 . 

4 . 

5 . 

6 . 



CODING A-Academic 
L-Life Skills 
S-Scrsssor 



S. 

9 . 

10 . 

11 . 

12 . 

13 . 

BEST COPY AVAILABLE 
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15 . 



o 

ERiC 



34 



TITLE OF SECTION: BUDDY SCHOOL ACTIVITY 

7:00-8:30 pan. (60 minutes) 



OBJECTIVES: 



1 . 

2 . 

3. 

4. 



The participants and teams will share the 1ST looks like 
in their district. 

The participants will compare and contrast the qualities 
of 1ST between districts and teams. 

The participants will answer the question f «J^heir 
bud^eamT^Vhat is the parents role in 1ST? 

The participants will answer the question fo rthe^ 
Sud^teW^ow do we involve parents in the 1ST? 



MATERIALS: Team lists on newsprint the questions: 



What is 1ST in 



school? 



What is the parents role—? 

How do we involve parents — 



FORMAT: 



Small Group Discussions 
Large Group Wrap-Up 



SETUP: 



Small and Large Groups 



PROCEDURES: 1 • 

2 . 

3. 

4. 



Divide the group into b uilding teams. 

Small groups should include two 

(Specie). Teams should not be panred wrth other 

teams from their district 

The training team should circulate and facilitate this 
activity. 

Each team will be given 60 minutes to share their 

responses to the questions. 

The last 15 minutes shouUbem*d as a debriefinrwith 
the entire group using, 1 learoea . . . suu* 

35 



5. 



day two 

1ST TEAM TRAINING 
9:00 • 10:00 a.m. Announcements 



10:00 • 10:15 a.m. 


• Welcome people to Day 2 

• description 

. ^for^^e^^So^concer^mDay 1 

. appropriate remarks about anythingmenuoaed 

on itStex Lds or on 1ST Expectations Feedback 

. « to more index cards available for further 
comments 

• Verify dinner count 
Do energizer 

Review Agenda for Day 

• Activities . . „ 

• Relation of activities to goals of training 

Do activity. Demonstration of Team Meeting 
Break 



10: io * 12:00 noon Simulation#! 



12:00 - 1:00 p.m. 


Lunch with Colleagues 


1:00 • 3:00 p.m. 


Simulation #2 


3:00 - 3:15 p.m. 


Break 


3:15 - 4:00 p.m. 


Case Study Debriefing 


4:00 - 4:30 pan. 


Vision Video 

3 7 BEST COPY AVAILABLE 



4:30 - 4:45 p.m* 



Wrap Up 

. Make sure participants All out appropriate sections of 

have arisen for them- other 

. Announce the pool times, movie title, anv other 

• *SS2£ 

-n rtf" asam • onmirnt on a m 

failings). 



Remind participants that training begins at 830 am. 
Thursday morning. 



5:00 - 6:00 p.m- 



Free Time 



Announce available activities (swimming, waiking, 
volleyball or basketball, r unning , etc.). 

Remi 



ind participants about dinner time <6:00 . 7:00 pun.) 



6:00 - 7:00 pan. 



Dinner 
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T<=TT TEAM T RAINING. 

AGENDA 

PAY^ 






Trainer's Note: 
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Time 



Trainer's Notes: 
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title of 

TIME OF SESSION: 
OBJECTIVES: 



MATERIALS: 



FORMAT: 



SET-UP: 
PROCEDURES: 
1 . 



SECTION: DEMONSTRATION OF A TEAM MEETING 

9:00-10:00 a.m. (60 minutes) 

One hour 

^“bh^uhunuu.lh^ub*™™** 

demonstration of a team meeting. 

Case study (own or supplied) 

for each posidon (front and back) 

Observer Checklists 

Large group brainstorming, observations of team; group 
dis cussion. 

Chairs arranged in large circle around central area 



3. 

4. 



o. 

6 . 

7. 

8 . 

9. 

10 . 



Recruit volunteers from the audience to be a 

Getaudience to suggest various positions (e-g., support teacher, 

principal, etc.). 

r a trs"w-t"ertrdo%t^ e SLte 

(No suggestions for negative team 

behaviors.) 

Write ideas on newsprint 

Distribute checklists and diride, g»P ££ *££. ** L?do 

checklist 

TeU group they wffl have 20 minutes to diseussthe case. 

One facUitator acts as requesting teacher, and presents case to 
group. 

Volunteer team role plays as directed by group. 

Call tim e after 20 minutes of role playing. 

Review feedback techniques. ^ ^ 

Solicit feedback from group. 

If feedback is listed on newsprint already, put check by item. Ifnot, 
add new items to other sheets of newsprint 



11 . 



Case Study: Greg 



Greg’s teacher. Greg seem to know his 

multiplication ^ cts whento n^th^when i^ven worc * . 

SnSSoA Most of his iclasswork in math is incomplete. His 
grades on tests run anywhere from 40 to 65. 

Greg irritates the othra- students ^.^ s f^^.^^ y ^ t bu^^right 
the classroom except for one boy w . j to ug cruel if the student doesn't 

a^ay aX^coope^te. He probably is afraid U, show ins 
weaknesses. 



^thhds math and can’t afford a private tutor at this time. 
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CASE STUDY A: Sam (Simulation #1) 

- m . third arader reads in a halting, word-by-word manner. His 

:= s» f « B ~ zfzrjrsr ** 

yr.s is.. £U£ ” * - « »-■» 

?o b '40% oMhe^tL^Va recent mtfrvlew, Tam's Jmother expressed 
her belief that Sam may have Attention Deficit/Hyperactivi y 
Disorder, secondary to Fetal Alcohol Syndrome. 
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CASE STUDY B: Salty (Simulation #1) 

sally is a sixth grade student who has become passive^ 
and withdrawn keepfto h^el on the bus and on the playground. 

her homework. 

Qaiiv is an eaually passive learner in academic areas. While her ora 

SiSir a zss r% n 

specific details about what she read. self- 

queshonin^techniques to^uW^her ct^rtprehension wh P en reading. 

Sally gets poor ^•^"^‘^h^’Sre^ 8 hand ^homework. 
SaMy '^progress Tn *mafh it>Sd«d to be acceptable .or her age 
and grade placement. 



BEST COPY AVAILABLE 



o 

ERIC 



47 



TITLE OF SECTION: SIMULATION NUMBER 2 

FOLLOW-UP MEETING 
1:00-3:00 pjn. (2 hours) 



OBJECTIVES^ ^ a team mee 

solve. 



ting usang collaboration to problem 



2 . 

3. 

4. 

5. 



Teams will evaluate the effects of an existing intervention plan. 
Teams will redesign an existing intervention plan. 

Teams will analyze students degree of need and decide on referral 
forMDE. 

Teams will critique another team's ability to problem solve and 
function as a team. 



MATERIALS: 

FORMAT: 

SET-UP: 



Case studies 

Observer Checklists 

for introduction; divide into buddy teams for 

activity. 

PROCEDURES: “* °“ ^ 

Introduce the content 



1 . 

2 . 

3. 

4. 

5. 



6 . 

7. 

8 . 

9 . 

10 . 
11 . 



Two buddy teams work together via fishbowl process. 

Instruct teams to decide which team will simulate first (Team A). 

-p ^ chiHv A to alL Instruct teams that they will 
LtStS SE play and 20 minutes for feedback 

Team A role pla^ ‘Steps 

“d break at end of 20 minute* 

Team A reviews own process first, describing their own reactions to 
their work with the case. 

Team B gives feedback to Team A. using Observer Checklists, and 

emphasizing appropriate feedback tecbmques. 

Approximately 40 minut« after begin role play, terminate 

feedback session and introduce Case B. 

Team B role plays: Team A observes according to steps 5 -8. 

Terminate session approximately 40 minutes after introduction of 

Case 8 ^ ° 



BEST COPY AVAILABLE 



TF AM BUI1 niNG C HECKLIST 



Team exhibits adequate knowledge 'egaraing their work as a team. 

earn members were recognized for their contributions to the team process. 

Team members had adequate opportunity to share perspectives and phnosopnical 
beliefs reagroing the case under consideration. 

Team operating procedures seemed to be known by team members . 

Team appeared to be sensitive to the needs of each team member. 

Team appeared to recognize that it had accountably as regards the outcome or their 
decision(s). 

Leadership during the team meeting was evident. 

very team member had opportunity for participation. 

Dissenting opinion was accepted and dealt with. 



BEST COPY AVAILABLE 



1ST COMPONENTS CHECKLIST 



L curriculum based assessment (CBA) of the student 1 s academic skills in the area, s i 
>f concern is conducted. 

[■he student’s instructional level in the area(s) of concern is identified, 
communication of feelings. 

The 1ST has identified any life crisis areas that the student may be experiencing. 

The student is taught at the instructional level in the area(s) of concern throughout 
the intervention period. 

The 1ST determines the student's rates of acquisition and retention in the area, si 
of concern throughout the intervention period. 

The 1ST determines the student’s degree of need at the end of the intervention 
period. 

The 1ST analvzes the continuum of services in the school in developing a permanent 
intervention at the end of the intervention period. 

The 1ST analvzes the continuum of services in the community in developing a 
permanent intervention at the end of the intervention period. 

The 1ST refers for MDT evaluation if interventions do no, produce desired progress. 

The 1ST has developed and implemented adaptions of instructional materials and/or 
of testing procedures for use in the regular classroom. 

, . , the 1ST has developed and implemented an 

In the case of behavior problems, tne tai nas * 

intervention based on principles of effective communication. 

The 1ST has developed an intervention plan to deal with the life skill areas. 
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problem solving checklist 



Team has precisely identified the problem. 

Team has set a precise goal for success for the student. 

After problem and goal have been set, team uses a short 
brainstorming session to generate alternative ideas. 



Team discusses possible outcomes for each supestion and 
chooses a strategy that is acceptable to the classroom 
tpnrher. 



Team identifies the staff who will be involved in the 
intervention (i.e. classroom teacher, support teacher, 
etc.) and the duties of each. 

Team assigns a person to monitor/facilitate the intervention. 

Team decides on how the intervention will be reviewed and evaluated 



CASE STUDY A: Sam (Simulation #2) 



As a result of the IST's interventions, Sam's reading fluency 
currently 44 words per minute, with two errors Per m| nu • 
seems somewhat more interested in reading in school. 



is 

He 



• ♦W* final nervation prior to this team meeting, Sam was 

During the final observance h iiui minute session 

observed to be out of his seat twice during the 30 minute session, 

and was on task 70% of the time. 



Sam's mother has reported that she is considering attending the 
Alcoholic's Anonymous Program. 
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CASE STUDY B: Sally (Simulation #2) 

As a result o. i"terven t ior . byj,. MST 

50% of her homework. She has not .exp esseo neg 

when directed 

to do so by the teaching staff. 

I ariinn Sallv is using self-questioning techniques when cued by 
technique. 

Sally received passing grades on the last social studies and science 
tests, which were adapted by her teacher. 
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TEAM BUI 1 HINfi CHECKLIST 



Team exhibits adequate knowledge regaraing their work as a team. 

Team members were recognized for their contributions to the team process. 

Team members had adequate opportunity to share perspectives and philosophical 
beliefs reagraing the case under consideration. 

Team operating procedures seemed to be known by team members . 

_Team appeared to be sensitive to the needs of each team member. 

.Team appeared to recognize that it had accountabity as regards the outcome of their 
decision(s). 

.Leadership during the team meeting was evident. 

_Every team member had opportunity for participation. 

_Dissenting opinion was accepted and cealt with. 
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1ST COMPONENTS CHECKLIST 



A curriculum based assessment (CBA) of the student- s academic skills in the area, s i 
of concern is conducted. 



The student’s instructional level in the area(s) of concern is identified. 



The 1ST has 
self-concept. 



assessed the student* s life skill deficiencies in the areas of 

social interaction, decision making, identification of feelings, and/or 



communication of feelings. 



The 1ST has identified any life crisis areas 



that the student may be experiencing. 



The student is taught at the instructional level in the area(s) of concern throughout 
the intervention period. 

The 1ST determines the student’s rates of acquisition and retention in the areats) 
of concern throughout the intervention period. 

The 1ST determines the student’s degree of need at the end of the intervention 
period. 

The 1ST analyzes the continuum of services in the school in developing a permanent 
intervention "at the end of the intervention period. 



The 1ST analvzes the continuum of services in the community in developing a 
permanent intervention at the end of the intervention period. 

The 1ST refers for MDT evaluation if interventions do not produce desired progress. 

The 1ST has developed and implemented adaptions of instructional materials / 
of testing procedures for use in the regular classroom. 

In the case of behavior problems, the 1ST has developed and implemented an 
intervention based on principles of effective communication. 



The 1ST has developed an intervention plan to 



deal with the life skill areas. 



O 
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PROBLEM SOLVING CHECKLIST 



Team has precisely identified the problem. 

Team has set a precise goal for success for the student. 

After problem and goal have been set, team uses a short 
brainstorming session to generate alternative ideas. 

Team discusses possible outcomes for each suggestion and 
chooses a strategy that is acceptable to the classroom 
teacher. 

Team identifies the staff who will be involved in the 
intervention (i.e. classroom teacher, support teacher, 
etc.) and the duties of each. 

Team assigns a person to monitor/facilitate the intervention. 

Team decides on how the intervention will be reviewed and evaluated. 



TITLE OF SECTION: CASE STUDY DEBRIEFING 

3:15-4:00 p.m. (45 minutes) 



OBJECTIVES: = don 



compare 
of case. 



MATERIALS: 



Case studies 



FORMAT: 



Two groups: 
CaseB. 



: those who did Case A and those that did 



SET-UP: 



Two large rooms 



PROCEDURES: 



ir intervention plan 



1 Have one member from each team present the 

and post-intervention decision to the group. 

2. Record ideas on newsprint. 

3. Highlig ht similarities and differences, allowing for a free-flowing 
disc ussion. 
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TITLE OF SECTION: VIDEO ON "VISION" 

4:00-4:30 p jn. (30 minutes) 



OBJECTIVE: 



Participants will reflect on role 

school improvement through the 1ST. 



MATERIALS: 



FORMAT: 



SET-UP: 



Videotape 
Video tape player 



Video shown to large group 



Theater style 



PROCEDURES: 



1 . 

2 . 



Describe rationale for video based on above objective. 

Encourage participants to use concepts from video during Program 
planning activity on Day 3. 
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DAY THREE 
1ST TEAM TRAINING 


8:30 - 8:35 a.m. 


Agenda Setting 


8:35 - 10:15 a.m. 


Team Maintenance 


10:15 - 10:30 a.m. 


Break 


10:30 - 10:45 a-m. 


Program Development 


10:45 - 12:15 p.m. 


Action Planning 


12:15 - 12:30 p.m. 


Evaluations 

Wrap-Up 

Closure 



J<ST TEAM T WAPnNG 

agenda 
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title OF SECTION: TEAM MAINTENANCE 

8:35-10:15 sun. (1 hr 40 minutes) 



OBJECTIVES: 

1. To explain the concept of team maintena nce. 

2. To review the factors that influence core team functioning (Le„ task 
anH maintenance). 

3. To explain the key developmental issues of a group. 

4. To participate in a maintenance activity. 



MATERIALS: 



Overheads: 

1 . 



Ifi r»lngjf>n T Control and Affection 



Handouts: 

1 . 

2 . 

3. 

4. 

5. 

6 . 

7. 



delusion. Control and Affection in Groups 
laintenance Activity (L C, A Checklist) 
’actors that influence Team Functioning 
Team Killers 1 
fee dback Formula 

. « i • 




FORMAT: 



SET-UP: 



Lecture 
Team Activity 

Break-out rooms for main t ena nce activity 



PROCEDURES: 

1 Intro d u ce t gnm mfttiitPTianfi e concept 

2. Review factors that influence team functioning. 

3. 



Role 
scenario. 



madequate and also the adequate 

aspects of the component. 
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BEST COPY AVAILABLE 



4 introduce the maintenance activity by eiplaining how to complete the 

I nclusi on* control and affection checklist 

a. Each participant will ^ « ^Se^pptoble 

S^ts"^ tfatego- (Inclusion, 

Control and Affection). 

gSSSSwWiSSSSK- 

down for my pleasure. 

r iv*» the nartidpants at least 5 minutes to complete the 
C - S^vS^Sklist before they join their team members. 

5. Once eve-yone has 

facilitator explains the directions to review "Maintenance 

Activity ^^^Sorp'^andoutflSe facilitator insituctstoe teams to 
proceed to the activity 

this activity. They need to be uSg this 

to complete the entire review. A mamtenmice seraran ^ ^ 

checklist is usually PkSemake 

^^^" 5 mine* warning to bring do^re to their 

activity. 

6 . Tbe training team should 

^^^^t^Lintenance problems, closure, etc.). 
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team maintenance 



Definition of Maintenance : 
Those activities and 



relationships between core team members 
solving group in dealing with at-nsk students. 



Maintenance Goals: 



1 . 

2 . 

3 . 

4 . 



to identifying communication pattern, which inhibit their ability to work 



To assist te ams 
together. 

To arort teams in identifying group behavior, which inhibit their ability to work together. 
To araist teams in formulating manageable plan, to remedy the above. 

TO facilitate evaluation of the temrnf functioning and it, impact on program effectivents, 
and individual team member satisfaction. 



Maintenance is NOT designed; 



1 . 

2 . 

3 . 



To eet everyone to become friends. , . , 

To get everyone to see things from the same point of view. 

To do individual or group therapy. 



Factors that influence team functioning: 



O 
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1 . Tasks: 

•What is the philosophy, scope, and mission of the program? 

•Do all team members agree? 

•What are the time constraints? 

•Is there district support for the program? nominated)’ 

•How were members chosen (volunteers, forced, nominated). 



o 



Group Norms: 



•Who does what to whom? 

•How do members interact? 

•What is the extent of participation? 

•How is conflict handled? 

•Do members feel accepted or rejected? 

• Are personal needs recognized? 

•Are agency liaisons accepted as part of team/ 



Common Problems 



low attendance at meetings 
dominating person 
don't fed free to contribute 

lack of trust 
hi dden agendas 
l ^it of commitment 
memberis) excluded 
cliques 

administrator dictates 



3 . 



Decision-Making Process: 
•How are decisions made? 
•Who makes the decisions? 

•Does the group follow through 



with decisions? 



4. Leadership: 

•Is leadership shared? 



•Wereprocedures designed and are they followed? 
• Are there agendas at meetings? 



6. Feedback: 

•Is feedback given and accepted. 



Inclusion, Control, and Affection : 



Review each «>mponen« by utUlxiu* the Induxion, Coulxul -***•*» Bo1 ' +* 

Sd^Sand a^uatt situations for inclusion, contt.1 and affectum. 

Think of your past experiences working m that were 

Recall those experiences that were P^sent^iodeUf group process to explain the 

dissatisfiers, often times leaving you experiences. Developed by William Shultz 

satisfactory/dissatisfactory experiences in group experiences, ue v 

( 1972 ). 



Key Terms: (Inclusion/ControVAfte^fl^'^^'^ m able to acces8 where they 

Individually based model-far (Group ^ proC eS° iSclusion/Control/Affection and 

the group moves on to the next phase. 



When Inclusion is adequate: 



When Inclusion is Inadequate: 



Attendance is high 
Absent members are kept informed 
Members will anticipate meetings 
Individual needs are recognized and accepted 
Participation is general (everyone contributes) 
Good interaction among all members 
Share goals/attention is high 
Work cooperatively 
Group Loyalty 

Members accepted 

Attendance is poor/late arrivals 

Absent members not kept informed 

Members don't care if the group meets 

Little interaction during meetings/participation 



Participation is uneven 

Lack of clear goals/individual needs and skills 
are not recognized 

Membership will have little meaning 
<=XXTT«> members will feel excluded 



Little group feeling 

Lack of confidence in the group 



Key Words: Do I feel Id or QU I 
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BEST COPY AVAILABLE 



. • i in smother wav - 3 volunteers (get names - ask 2 to 

Rote Play: M ^ ,“Sy toTdude yoLelf- How did it feel «o the * .3 re- 

discuss upcoimngpa^ and mclude#3. ny Thank you.) 

role play the scene to include the third person, no 
Next phase in group process is control: 

When control is adequate: Decisioll ' 1D ^^^^i e ft outside the team meeting 

Conflict will be accepted and dealt with openly 
Leadership share/power distributed/the team 
follow-through on decisions 

Bargaining wfll take place/concensus can be 

readied 

Productivity high/mutual respect/accept 
responsibilities for their actions 
C oop e ration high 
people see where they fit 

Ifo I feel on the TQE -part of the group decisions or 

g^M . teft ogSndAe last person to be involved - eaduded 
in decisions 



Key Words: 



Affection is adequate: 



Td like to illustrate Control - with a 1 Try' to take control - set in 

He-rote play one week 

teterscene^ providing assistance. Ask again - How drd ,t ted? 

The third phase of group process is AffectionTrust: 

Co mmunic ation is open and honest 
feelings are expressed 

Members accept feedback 

Trust 

Share 7 ._ 

Members are free to be different 

Receptive to new ideas and change 
Feelings of closeness 

Reciprocity and support 

Satisfaction from membership 
Members will be friends 



Affection is inadequate: 



Key 



C omm unication is limited 
Memb ers withhold information 
Notrust 
Feel rejected 
Social distance 
Few close Mends in group 
Some members will dislike others 
Hostile toward new ide as 
Much dissatisfaction is expressed 
Selfishne ss and jealousy will be open/present 

Words: Do you feel Open and Trusting/ar dosed/not trusting 



best copy available 
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SCLOSIOS. CONTROL. AND AFFECTION IN GROUPS 



This version of group 
=chutz. The following case, 
book , The Interpersonal U.no 



= -evelcoed 



: ~ G W G . i Vg5 

notion has bear, 
srvorld. 



by William C 
:ted from Hls 



-ho vov terns are Inclusion, Con^.o-, --- --- 
./:;-h’Tndusicn concerns, then move .nwO w-nt.o. ^ 
-"-Inn *^e cvcl- then starts over again ~*iu * T";:^ 

Arrec^on. *- e ;Z~ concerns of one pnase as. a s. ----- 

^solved for® the croup "co have energy e turn? S to"a ?: 

-n a ,roJp -ds . the final sec.-. 

is Affect ion- -Control — Inclusion. 



''.elusion Adequate : 



- — 1 

;11 ho h i erh Absent members will oe 
The group's attendance w - nti cioate meetings and activities 

Kept informed. Members wil. o ant.oiP and icc . pt , a . Participate 

Induvicuai neeas "- 1 - int ;. a ction and attention will oe 
will °e general. Gooc tted to shared goais anc *o... 

evidenced. Group v--- - 1 . . There will be greu^ 

coooerativelv tor their at* will be accepted, 
loyalty and group reeling- All memoe.s 



Inclusion Inadequate : 



The group's attendance waU be poo ^ tot be told of the oiac, 

arrive on time. . iDsent Ivents of the meeting they 
of the next meeting or ° f ± exc iuded. Members will.now 
missed. Some memDers will wi n be' little interaction, 

care if the group meets. Ther will lacic dear goais . 

•Dart icioation will be unev . . There will be little 

Members' may have “ 0<lble recognized. Member- 

action. individuals needs will a ° b r f will g e uttle group 
_ n l 1 have little mean-ng. - -- re 

--ULnc There will be a lack or confluence. 



Control Adequate: 



Decision-making processes ^Lead^rshiD roles will be 

accepted and dealt «xth openly Lead-rsh^^^ £or 3iks 

shared. Power will be ^ d ^ t ^eJsary . Group will follow 
of controlling will not h ■ bar aaining will take place, 
through on decisions. Mu ‘ ^ for their actions. Cooper 

Group will accept responsibility for Qther . 

will be high.- Memcers . will respect 



Control Inadequate 



Decision-making P^^^g^^tating.^Deadership 0 ^!!! 8 ^^!!^- 

Ing! b Group S will ll highly -ompetitive^and^critic^ 

will be constant in ^ ighb ;^ till reign. Decisions will be impos 
and dependent. Confusion will reign ^ feW members will 

There Sill be i ndiscriltlin 5vtl 0 Sftln be deadlocked. Some membe 
tend to dominate. Gro ^ ined with little will to achieve. 

b“ oassive and restrained mrvOV M/ttll ABLE 



1 1 



Affection Adequate: 



honest ) 



• it Ua ns i • d ( i . e . , coen and 

Communication will * Members will accept feedback. 

Feelings will be expresse There w ^i be liking of eaca 

Members will trust each ^ other. ^Th, to be different, 
other and members will . , and change. Members win 

They will be to jew i£“ w m sha‘re . There will be 

have a feeling of closene ^ „ ixl gain satisfaction from 

.2SiSSSip y ^««SS iff* m •<* df che meecings - 

Members will be friends. 



Affeccion Inadequate: 



i • '+-c/-4 PYnnaurfi will be almost - 'non 

Communication will be limited. P Members will not 

existent. Members will cl ose friends in the 

trust each other. Few me evident. Some members will 

group. Social distance will be •vi‘ien^ norm will be 

dislike others. DeV t*?i be hostile toward new ideas 

objectionable Members ^ jealousy 

op2n . " Much dil«?iaftct ion will be expressed 
group . 



will be 
about the 



BEST COPY AVAILABLE 
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Credit : 



William c. Schutr. i n- interper s onal Underwo rld. New 

York, Holt, Rinehart and Winston. Out of print 
available in libraries. 



team MAINTENANCE 

individual checklist 



Inclusion 



I regularly attend 1ST meetings. 

If absent I will be kept informed. 

I look forward to meetings and activities. 



My needs are J _ 

I interact well with other members. 



I believe we are i 
I feel loyal to the group. 

I am an accepted member of the team. 



Control 



making pTOCeSS. 



I clearly understand and support the 

I see conflict accepted and dealt with openly. 

I feel leadership is shared fairly. 

1 the ^mfono^g through on decisions made. 

I see open and honest bargaining. 

I sense a spirit of cooperation among group ^nfoerj 
l sense a spirit of cooperation among group members. 



Affection 



I see open and honest communication among members. 
I am free to express my feelings. 

I am willing to give and receive feedback. 

I trust the other members of my team. 

I like being a part of this team. 

The t PQrn is open to new ideas. 

I am close to other team members. 

I feel support from other team manners. 

I feel group members respect each other. 



BEST COPY AVAILABLE 
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Pleasure: 



Concern: 



Pleasure: 



Concern: 



Pleasure: 



Concern: 
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MAINTENANCE activity 



instructions 



o o vi 0 w of Inclusion 



. . r-ovie'v -heir checklist and discus 

L. Individual memDers revie.v ..ie. 

2. Listing made on newsprint or chaikDoard. 

3. Additional feedback or clarification is required. 

4 Common issues noted. 



s oieasures ar.d :o: 



[I _ Review of Control 

1 . individual members review their checklist and discuss pleasures and concern 

2 . Listing made on newsprint or chalkboard. 

3. Additional feedback or clarification requested. 

4. Common issues noted. 



HI _ Review of Affection 

1. Individual members review their checklist and discuss pleasures and .one,. 
Listing made on newsprint or chalkboard. 

3. Additional feedback or clarification requested. 

4. Common issues noted. 



[V . Problem Solving and Action Planning 



tt Q owhflpk on Maintenance Session_ ( 



How was this helpful or not?) 



BEST COPY AVAILABLE 
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FACTORS THAT 



INFLUENCE TEAM FUNCTIONING 



TASKS 



What is the philosophy , scope 
Do all team members agree. 

How were team members chosen ( 
What are the time constraints 



, and mission of the prccr 



volunteers , nominated , se lee 



GROUP NORMS 

How do members interact? . _ 

What is the extent of participation. 

How is conflict handled? . 

Do members feel accepted or rejected. 

Are personal needs recognize . 

DECISION MAKING PROCESS 

How are decisions made? 

DoL m ?hr g roSp d foilo2 n ?hrough with decisions? 

leadership 

IS leadership shared? 



STRUCTURE 

Were procedures designed and are they followed? 
Are there agendas at meetings. 



FEEDBACK 

Is feedback given and accepted? 



BEST COPY AVAILABLE 
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17 . 



18 . 



__ Mm ; n0 that Does Not Impact the Knowledge. 
. Ineffective Programming, or Programming that Does .w 

Attitudes. Skills and Behavior of Participants 

Signs of this problem include: 

!. Programs that am too shon to have an impact on paruc-.pants 
vj. Poor program design 

Ineffective Use of "Consultant Expertise- 
Signs of this problem include: 



a. 

b. 



Lack of scheduling of consultant resources 

, assist in program pianning and prohlem- 

solving 

19. inability to Recover from 'Program Failure" 

Signs of this problem include: 

a Loss in team membership 

-- - rr 4 nf .» - n H Mown* feelings among memcers 

Talk Of "giving up* and not wanting to take the nsk of trymg again 

20. Failure to Recognia When the Team Has Don. an Outstanding Job and When the 
Team's Work is Finished 



Signs of this problem include: 



a. 

b. 



A sense of accomplishment, but feelings of guilt about 'quitting" 
Trvina to "beat a dead horse" 



BEST COPY AVAILABLE 
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EIGHT CHARACTERISTICS OF EFFECTIVE GROUPS 



Groups goals -- clearly understood, relevant 

Communication - ideas and feelings are communicated clearly and accurately 
-look at what is being said, and how, to whom it is Said 

Leadership - needs to be distributed evenly among all members 
Power and influence - are they equal throughout the group? 



5. Conflicts — normal, to be encouraged 

-typical strategies = win/lose; problem-solving 

7. Group Cohesion - at a high level 

8. Problem-Solving - solved with minimal energy? permanently? 

Five Steps: l. Defining the problem 

2. Diagnosing how big it is and what causes it 

3. Formulating alternative stiategies/pians 

4. Deciding upon and implementing the most desirable strategy 

5 Evaluating the success of the strategy used 




BEST COPY AVAILABLE 



Johnson, David W. and Frank P. Isinmg JMBte ^ ^ 

Englewood Cliffs, NJ; Prentice-Hall, Inc., 1975. 
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commandments for an enthusiastic team 



Help each other be right, rather than wrong. 

Look for ways to make new ideas work, rather than for reasons 
they won’t. 

If in doubt, check it out, rather than making negative 
assumptions • 

Help each other win and take pride in each other’s victories. 

Speak positively about each other and about your organization at 
every opportunity. 

attitude no matter what the 
Maintain a positive mental amniae 

circumstances. 

Act with initiative and courage as if all depends on you. 

Do everything with enthusiasm - it’s contagious. 

Believe in what you are doing, never give up. 

Whatever you want - give it away. 

HAVE FUN! 



INCLUSION INADEQUATE 

a ttendance poor 
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LACK OF CONFIDENCE 
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SATISFACTION FROM MEMBERSHIP 
MEMBERS WILL BE FRIENDS 



*”*srss! jsarssrs'" 



OBJECTIVES: 



The participants will understand the key compo^nts i 
program development which need to be addressed m 
implementation of the 1ST process. 



MATERIALS: 



Overhead 

1 . Program Checklist 



Handouts 

1 . 

2 . 



Action Planning Checklist 
District Program Planning Document 



District Action Plan Copy 



FORMAT: 



Lecture 

Small Group Activity 
Large Group Debrief 



PROCEDURE: 

Using the overhead, review for participants the essential elements to 
be addressed in program implementation. 

Review the checklist and action planning document Give the 
following directions: 

Second • present district action plan 
Third • program planning document 



1 . 



2 . 



3 . 



4 . 




The support teacher should facilitate these sessions. 

At the end of the time, each team should have a completed planning 

document to take back to the district 

Taaths are to meet with their consultant as a large group and debrief 
Sami found in common, concerns, and pleasures of the planning 

process. 



LOaSTOS: 

q 0 BEST COPY AVAILABLE 



PROGRAM DEVELOPMENT 



ERIC 



TEAM NEEDS 

COMMON PLANNING TIME 
MEETING PLACE 

CHAIR AND PLAN FOR ROTATION 

note taker 

PROCEDURES FOR MINUTES 
PLAN FOR CASE MANAGEMENT 

INSERVICE NEEDS 
FACULTY 
SCHOOL BOARD 
SLTPORT STAFF 
PARENTS 
COMMUNITY 
TEAM 

RECORD KEEPING/CASE MANAGEMENT. 

1ST PROCEDURES 

STORAGE 

MONITOR 

BEST COPY AVAILABLE 

.92 
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POLICY’ AND PROCEDURES 



PROCEDURE FOR RECEIVING REFERRALS 
PROCEDURE FOR HANDLING REFERRALS 
FLOW CHART OF SERVICES 

REFERRALS TO OUTSIDE AGENCIES 
IDENTIFY AGENCIES 
WHEN WILL THEY BE USED? 

GET ACQUAINTED 

ESTABLISH CONTACT PERSON 

TYPE OF INFORMATION NEEDED 

CONFIDENTIALITY 

CONFLICT RESOLUTION PROCESS 
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\CTJOS planning checklist 

INSTRUCTIONAL SUPPORT TEAM PROGRAM 



This checklist was designed to be a tool to assist Instructional Support Teams in developing their Action Plans. 
You may choose to address part, all or more than what is included in this checklist. 

1. TEAM 

Establish a schedule for common meeting periods. 

Establish meeting place. 

Appoint a team member to chair meetings and a plan to rotate this duty. 

Appoint someone to take notes at meetings and a plan to rotate this duty. 

Design a form for minutes from each meeting. 

Design a case management plan. 

Have established time when Team members will be available to meet with students, parents and/or 
staff. 

Other needs: 



2. rNSERVTCING AND ORIENT ATIONFQR SCHOOL AND COMMUNITY 

A. Faculty 

Date(s) to be inserviced. 

Content of inservice. 

Who will conduct inservice? 

Plan to maintain awareness, solicit input and suggestions, and to determine need for 
further training on specific areas. 



BEST COPY AVAII *rii r 
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3. 



RECORD KEF.PTNG/CA5 F. MANAGEMENT 



A. ' Development of 1ST forms (Procedures for documenting 1ST) 

Who will coordinate this activity? 

B. Record Keeping and Storage 

Have established a site where records will be stored. 

Who will monitor/coordinate this activity? 

4. POLICY ANT) PROCEDURES/ AD MTNTSTRATrVT GUIDELINES 

A. Administrative Guidelines/Operating Procedures for 1ST 

Establish procedure for receiving referrals. 

Establish procedure for handling of 1ST records. 

Establish How chart for 1ST. (Including ways people can be referred to 1ST and 

possible dispositions of cases.) 

Other as needed to insure clarity and consistency of program activities— 
responsibilities. 

5. REFERRAL5TO OUTSIDE RESOURCES 
A. Agency Coordination 

Identify community agencies who may receive 1ST referrals (e.g. Children and \ outh 
Services). 

Inform agency staff of the existence and purpose of the Instructional Support Program. 

Establish an agency contact person(s) for your district. 

Discuss the type, amount and frequency of information to be shared between the agency 
and school. 

Discuss confidentiality issues and regulations as they apply to the district and this 

specific agency. 

Establish a process for resolving conflicts which may arise. 
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BEST COPY AVAILABLE 



B. School Board and Administration 

• Date to provide orientation. 

Content of orientation. 

Who will conduct orientation. 

How will Board be kept informed on the status of the program? 

C. Support Staff (e.g. Cafeteria Workers, Custodians, Secretaries, Bus Drivers, etc.) 

Date(s) to provide orientation. 

Content. 

Who will conduct orientation. 

D. Parents 

How will they be informed of the program? 

Who will coordinate this? 

When will information be disseminated (should be concurrent with student orientation) 
Plan to maintain program awareness. 

E. Community 

Identification of key people, agencies, organizations, w ho need to know about the 

program, (e.g. law enforcement and judicial, children and >outh, clergy, 

Civic Groups, etc.) 

Content established based on target audience. 

Who will provide orientation? 

Date(s) established for orientation. 

Locations established for orientation. 



BEST COPY AVAILABLE 
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district program planning document 




TEAMING NEEDS 




Meeting Time: 
Meeting Place: 
Plan for Chair: 




1 Procedure for Minutes: 




II. 



INSERVICE NEEDS 






IV. POLICY AND PROCEDURES NEEDS 







TITLE OF SECTION: EVALUATION, WB^-UP, CLOSURE 

1 o.qn n.m, (15 minutes) 



19-1K 



PROCEDURE: 

1 Make any filial comments about the last activity. 

2. Give participants evaluation form and give time to complete. 



3 Announce that evaluations need to be completed and turned in hsfoffi 

par ticipants return home. 



4. Closing activities to choose from: 

A. Ask how people felt when they came to the training and how 

they are feeling now. 

t» when the participants return from the debriefing, havethem 
R Smt^TEach person is to share with their team, How 
did it feel for me working with our team. 

c Give each person and index card. On the 

S^Tone person in the room that they wouM hte to ^ve a 
message to and did not get an opportunity to do so 

{faring the training. Give the participants only lor 2 minutes 

^SelSetoSge. They may sign the mesmge or leave .t 
Mionymous. At the close ot tr aining everyone delivers their 
messages at the same time, 

r> rift, and Baeirage- Teams return from debriefing and sit 

D ' ££h£? SS^rson on the team shares by co-iplet^ &e 

following sentences. The baggage Iwantto leave here is . . . 
i nv. eift T take with me from this training is . . . 
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1ST PROGRAM TRAINING EVALUATION 



t 



DATE(S) OF TRAINING 



LOCATION OF TRAINING 



Directions: Please indicate your role with 1ST: 

1ST Consultant 

1ST Teacher 

1ST Team Members 
Other (specify): 



1 . The most valuable part of this training for me was: 




2. The least valuable part of this training for me was:. 




3. I would recommend that you make the following changes in this training: 




4. 



I would give this 'Team Building" training an 



overall rating of: 



1 

Poor 



(Circle One) 

2 3 

Only Fair Satisfactory 



4 5 

Good Outstanding 



5. I r eally want you to know that:. 
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